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Disclaimers 

This document presents a look-ahead at the MyTravel Quick Start Guide for Approvers as we expect it to 

ŀǇǇŜŀǊ ǿƘŜƴ aȅ¢ǊŀǾŜƭΩǎ ƴŜǿ ά¢ǊŀǾŜƭ !ƭƭƻǿŀƴŎŜǎέ ό¢!ύ ƳƻŘǳƭŜ ƛǎ Ŧǳƭƭȅ ƛƴǘŜƎǊŀǘŜŘ ŀƴŘ ƭŀǳƴŎƘŜŘΦ ¢ƘŜ 

function of this document is to allow you to become familiar with the major system functionality 

changes well in advance of the actual release. 

Please bear in mind several very important facts as they pertain to the new TA module: 

1. It substantially simplifies and improves the expense report creation process for the Traveler. 

Although changes could happen anywhere, for now you should focus your attention on Section 

VIII.I, which shows new screens added as a direct result of that simplification process. 

2. Its projected launch date is in early July, but that is definitely an estimate, not a promise. The 

new TA module will be launched after it is passes all internal testing processes. 

3. It is a work in progress. You can absolutely expect this document to change as the module is 

tweaked during the testing process. 

With those disclaimers fully explained and in effect, we hereby offer you this look-ahead Quick Start 

Guide for Approvers.  
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I. Introduction 

This guide provides key information for Approvers who use MyTravel to support official travel. If you 

are using an online version of this guide, selecting the links in it takes you directly to other helpful 

ǊŜǎƻǳǊŎŜǎΣ ǘƘƻǳƎƘ ƛŦ ƴŜŜŘŜŘΣ ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŜ ŀǇǇƭƛŎŀōƭŜ ¦w[ǎ in Appendix D. 

Specifically, this guide informs Approvers about: 

¶ General policy and liability 

¶ Eligibility and qualifications 

¶ Available training 

¶ How to use MyTravel to review and certify travel documents 

As an Approver, you function as a Certifying Officer when you approve MyTravel documents for 

payment. This role obligates you to protect taxpayer funds from misuse. If you fail to exercise due 

diligence in this area, you may be liable to repay the amount of any improperly approved payment.  

This guide discusses how to: 

¶ Adopt a workflow to help you identify errors and intentional misrepresentations 

¶ Approve payment disbursements for only accurate, authorized, and allowable expenses to 

reimburse the Traveler 

¶ Protect yourself from financial consequences resulting from payments made on expense 

reports containing errors or misrepresentations 

You should always focus on preventing fraud, waste, abuse, and mismanagement of taxpayer funds 

as well as protecting yourself from liability when approving trip requests and expense reports. 

Note 1: There are two Approver roles in MyTravel. One person may have one or both roles: 

4. Request Approver: Reviews and approves trip requests, meaning they approve travel 

and travel arrangements. Although the official term for giving permission for actions to 

ƻŎŎǳǊ ƛǎ ǘƻ άŀǳǘƘƻǊƛȊŜέ ǘƘŜ ŀŎǘƛƻƴΣ aȅ¢ǊŀǾŜƭ ƻƴƭȅ Ƙŀǎ ŀƴ ά!ǇǇǊƻǾŜέ ƻǇǘƛƻƴΦ CƻǊ ǘƘŀǘ 

reason, we always refer to approval in this guide. 

5. Expense Approver: Reviews and approves MyTravel expense reports, meaning they 

approve payment of travel allowances and expense reimbursements. 

Note 2: For best results, always use the Chrome browser to access MyTravel. 

Appendix A of this guide provides checklists to help you as you check MyTravel trip requests and 

expense reports for accuracy. Although you cannot change most of the information in those 

documents, this guide does make note of the things you can change. If you find any errors you 

cannot change, you must return the document to the Traveler for correction. 
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II. Document Workflow Overview 

Table 1 shows the main steps of the document workflow. For most trips, a Traveler creates a trip 

request with reservations, expense estimates, and supporting documents (when necessary) to 

request approval for official TDY travel. After approval, if the request contains reservations, 

MyTravel provides the key reservation information to the TMC for action, which books the 

reservations. Approximately 3 working days before travel begins, the TMC issues electronic tickets 

for any flights or train journeys. 

Table 1: MyTravel Trip Process 

Entity Early Pre-Trip 3 Days Pre-Trip  Post-Trip 

Traveler ¶ Create Itinerary 

¶ Request Reservations 

¶ Estimate Expenses 

¶ Submit trip request 

 ¶ Create expense report 

¶ Update estimates to 
actual costs 

¶ Submit expense report 

Approver Approve  Approve 

TMC Book reservations Tickets flights 
and trains 

 

Finance 
System 

Obligate funds  Approve payment 

U. S. 
Treasury 

  Disburse funds 

After the trip, the Traveler completes and submits an expense reports, updating all pre-travel 

expense estimates to actual costs, attaching required receipts, etc., before submitting it to the 

Approver for review and approval. The Approver thoroughly reviews all aspects of the expense 

report for regulatory compliance. Two results are possible: 

1. If it contains any errors (e.g., inaccurate costs or missing supporting documentation 

such as required receipts) the Approver returns it to the Traveler for correction and 

resubmission. 

2. If all is legal, proper, and correct, the Approver approves it so the Traveler can receive 

the appropriate reimbursement for incurred expenses and payment of travel and 

transportation allowances. The expense report processes through the appropriate 

finance system and the Traveler should receive payment from the U. S. Treasury within 

2 to 3 business days.  
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Note: Approvers are personally accountable and responsible for verifying that all payments they 

approve are accurate, allowable, and supported by required documentation. The Improper 

Payments Elimination and Recovery Action of 2012 identifies some of the key concepts that 

Approvers must monitor. Throughout this Guide, the key icon identifies those concepts. 
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III. General Policy and Liability 

To ensure your actions are within the parameters of the law, you should become familiar with the 

regulations governing your legal responsibilities. When approving documents, you should consult 

the following documents to determine the validity of the TǊŀǾŜƭŜǊΩǎ ǘǊŀƴǎǇƻǊǘŀǘƛƻƴ ǊŜǉǳŜǎǘǎΣ 

reimbursable expenses, and trip allowances: 

¶ The Joint Travel Regulations (JTR) specifically identifies what you can approve, and it does so 

with the full force of the law behind it. It is your responsibility to track the monthly regulation 

changes. 

¶ The Department of Defense Financial Management Regulation (DoD FMR) provides guidance 

for all financial management requirements, systems, and functions for all DoD financial 

activities. 

The policies set forth in the JTR and DoD FMR are the basis for this guide, which identifies how those 

policies affect you as an Approver. It also recognizes the potential liabilities that you may bear, if you 

certify an erroneous payment. 

A. Policy 

The Improper Payment Elimination and Recovery Act of 2010, states that the term άimproper 

payment: 

1. (A) Means any payment that should not have been made or that was made in an 

incorrect amount (including overpayments and underpayments) under statutory, 

contractual, administrative, or other legally applicable requirements; and 

2. (B) Includes any payment to an ineligible recipient, any payment for an ineligible good 

or service, any duplicate payment, any payment for a good or service not received 

(except for such payments where authorized by law), and any payment that does not 

ŀŎŎƻǳƴǘ ŦƻǊ ŎǊŜŘƛǘ ŦƻǊ ŀǇǇƭƛŎŀōƭŜ ŘƛǎŎƻǳƴǘǎΦέ 

In compliance with the DoD FMR, if any payment you approve (certify) is found to be erroneous, you 

may be held personally responsible for reimbursing the Government for the amount of the 

erroneous payment. This financiŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƛǎ ŎŀƭƭŜŘ άǇŜŎǳƴƛŀǊȅ ƭƛŀōƛƭƛǘȅΦέ 

After your appointment as an Approver, you become personally accountable and responsible for 

approving only accurate, authorized, and allowable payments. You must adhere to policies and 

procedures, use good judgment in obligating unit funds, and ensure the Traveler receives the 

correct reimbursement per the JTR. 
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All TDY travel policies are important. However, the following two reports single out specific policies 

for particular attention: 

¶ The reports required by the Improper Payments Elimination and Recovery Act (IPERA) have 

identified some key concepts to which Travelers and Approvers must pay particular attention. 

In this Guide, the key icon highlights these concepts. 

¶ DoDIG report 2016-127 highlights items of particular concern related to Government Travel 

Charge Card (GTCC) misuse that Approvers must double check when claimed by Travelers. In 

this guide, the checkmark icon highlights these items. 

1. Audits 

Travel documents are subject to internal (per local business rules) and external (e.g., Defense 

Finance and Accounting Service [DFAS]) audits which help identify improper payments, 

recognize trends, implement corrective measures to appropriately recover funds, and improve 

travel compliance.  

The National Defense Authorization Act for Fiscal Year 2012 required DoD to establish and 

maintain an automated travel policy compliance program. The Defense Travel Management 

Office (DTMO) manages the DoD Travel Policy Compliance Program in coordination with 

headquarters-level officials from the Components. In MyTravel, internal system audits detect 

many frequent Traveler mistakes and identify them for Traveler justification or correction 

before submitting a trip request to the Approver. Although these audits help identify document 

errors, it does not replace either Approver vigilance or the formal DFAS post-payment review 

(PPR). 

As an Approver, the best way to prevent the most common Traveler mistakes from becoming 

improper travel payments is awareness. The DFAS PPR reviews a percentage of all DoD travel 

payments and reports its findings to the DoD. Their quarterly reports are available through the 

DTMO websiteΩǎ Travel Compliance page. 

To learn more about improper payments, see the Preventing Travel Pay Improper Payments and 

Enforcing Recovery (2016) memo or contact your Component leadership. 

2. Liability 

As an Approver, you are performing a Certifying Officer function when you approve a MyTravel 

document that contains a payment. The DoD FMR, Volume 5, Chapter 5, 050701 B. states, 

ά¦ƴŘŜǊ ом ¦Φ{Φ/Φ Ϡ орнуΣ ŎŜǊǘƛŦȅƛƴƎ ƻŦŦƛŎŜǊǎ ŀǊŜ ǇŜŎǳƴƛŀǊƛƭȅ liable for payments resulting from 

ƛƳǇǊƻǇŜǊ ŎŜǊǘƛŦƛŎŀǘƛƻƴǎΦέ ¸ƻǳ Ŏŀƴ ŦƛƴŘ ǇǊƻŎŜŘǳǊŜǎ ŀƴŘ ŦǳǊǘƘŜǊ ƎǳƛŘŀƴŎŜ ŎƻƴŎŜǊƴƛƴƎ ǘƘŜ 

responsibilities of accountable officials in DoD FMR, Volume 5, Chapter 5 and Volume 9, 

Chapters 5 and 8. 

You should be aware that you have unlimited pecuniary liability for all payments made to 

Travelers through the trip requests and expense reports that you approve. 

https://travel.dod.mil/Policy-Regulations/Travel-Policy-Compliance/
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If you approve an improper expense or allowance resulting in a payment, you may have to pay 

all or part of the disputed amount. Pecuniary liability is enforceable whether the erroneous 

payment occurred accidentally or intentionally. 

An Approver must be diligent and practice standardized work processes when approving 

documents to prevent erroneous payments. This Guide includes common errors found in DFAS 

PPRs and Appendix A: Document Checklists to assist you with your approval duties. Table 2 

provides recommendations for protecting yourself from pecuniary liability. 

Table 2: Protecting Yourself from Pecuniary Liability 

HOW TO PROTECT YOURSELF FROM PECUNIARY LIABILITY 

Do: 5ƻƴΩǘΥ 

Minimize opportunities for errors 

¶ Establish procedures and internal controls. 

¶ Document and distribute local business rules 
for using MyTravel properly. 

¶ Monitor subordinates to make sure they follow 
procedures. 

¶ Be alert to the possibility that an expense 
report is being processed a second time. 

¶ Assume all trip requests are valid and 
complete. 

¶ Allow anyone else to use your 
personal certificate or CAC. You may 
be liable for an incorrect payment 
approved by another person using 
your identity. 

¶ Approve a payment without proper 
receipts. 

Escalate questionable payment requests 

¶ Follow your local policy to request an advance 
decision from the Comptroller General or DFAS 
when you have doubts about the legality of 
payments. 

¶ Approve a payment if you have 
doubts. 

Collect the evidence 

¶ Verify funds before approving payments. 

¶ Save fund availability certifications and other 
documentation proving that procedural 
safeguards regarding payments have been 
observed. 

¶ Approve reimbursements unless 
funds are available to cover the 
payment. 
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3. Approver Responsibilities 

An Approver acts as a steward of Government funds, ensuring that Travelers follow all DoD 

travel policies. The JTR and DOD FMR address Approver responsibilities. As an Approver using 

MyTravel, some of your responsibilities are to: 

¶ Verify the trip and the expenses are necessary to accomplƛǎƘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ 

and are compliant with the JTR ŀƴŘ ȅƻǳǊ /ƻƳǇƻƴŜƴǘΩǎ ōǳǎƛƴŜǎǎ ǊǳƭŜǎΦ 

¶ Verify the Traveler booked reservations through the TMC, unless the TMC was not available. 

¶ Verify the Traveler used an Individually Billed Account (IBA) for all valid travel expenses, 

unless a GTCC exception applies. 

¶ Verify all trip requests for other than economy/coach class travel are approved in 

accordance with the JTR. 

¶ If the Traveler selected a restricted fare, complete the Restricted Fare Checklist when 

necessary.  

¶ Approve valid flights and rail segments before the approval deadline. 

¶ Verify the document contains the correct line(s) of accounting. 

¶ Return trip requests to the Traveler for correction when they contain inaccurate information 

or unauthorized requests. 

¶ Verify no duplication of expenses on the voucher. 

¶ Review required receipts and other substantiating records in the expense reports. These can 

be originals, copies, or άmissing receipt ŘŜŎƭŀǊŀǘƛƻƴǎέ if a Traveler lost a receipt and cannot 

obtain a replacement. Required receipts include all lodging expenses and any expense of 

$75 or more. 

¶ Ensure the expense report requests split disbursement of the requested payment between 

the GTCC vendor and the TǊŀǾŜƭŜǊΩǎ ǇŜǊǎƻƴŀƭ ŦƛƴŀƴŎƛŀƭ ŀŎŎƻǳƴǘΦ 

¶ Ensure expense reports entered by a Delegate or Proxy contain a DD Form 1351-2 or OF 

1164 signed by the Traveler. 

¶ Ensure TǊŀǾŜƭŜǊǎ ŘƻƴΩǘ ǇǊƻŎŜǎǎ ŀ ŘǳǇƭƛŎŀǘŜ ǾƻǳŎƘŜǊ όŦƻǊ ǘƘŜ ǎŀƳŜ ǘǊƛǇύΦ 

When reviewing and approving MyTravel documents be sure to avoid the common mistakes 

identified through the DFAS PPRs which include: 

¶ Airfare ς Paid with invalid or no receipt 

¶ Airfare ς Not paid or paid incorrectly 

¶ Lodging ς Paid with invalid or no receipt 

¶ Lodging ς Not paid or paid incorrectly 

¶ Lodging Tax (CONUS) ς Not paid or paid Incorrectly  

¶ Rental Car ς Paid with invalid or no receipt  

¶ Rental Car ς Unauthorized expense 



MyTravel Quick Start Guide for Approvers  Date TBD 

Defense Travel Management Office  12 
 

 

¶ Meals ς Incorrect rate paid 

¶ Delegate or Proxy ς No signed DD 1351-2 or OF 1164 attached or in an incorrect format 

¶ Incomplete voucher ς data missing or incorrect 

¶ Local travel ς Not payable or paid incorrectly 

¶ Duplicate expense within a voucher 

¶ Duplicate voucher 

4. Responsibilities of Other Accountable Officials 

Although MyTravel does not currently support additional routing steps, the DoD FMR allows 

Certifying Officers to rely other accountable officials to help them decide whether to approve a 

trip, pay requested reimbursements and allowances, or approve requests for changes to 

standard travel procedures, to name just a few. Such accountable officials can be held liable for 

erroneous payments, although not at the same level as the Approver. 

When appointed, accountable officials have pecuniary liability resulting from erroneous 

information, data, or services they provided, and upon which the Approver directly relies. For 

this reason, it is important for accountable officials to perform their responsibilities with 

accuracy. Additionally, because MyTravel does not support additional steps in the workflow, all 

such additional reviews must currently take place outside of the standard workflow, so if you 

choose to use them, documentation is key, especially when: 

¶ Explaining or justifying a TDY trip purpose 

¶ Verifying reimbursable expenses are valid 

¶ Ensuring policy compliance 

¶ Verifying Travelers abide by all procedures and controls, ensuring allowances and payments 

are processed correctly 

¶ Complying with all applicable DoD regulations, policies, and procedures and local standard 

operating procedures 

¶ Supporting Approvers with valid data and timely service to ensure proper payments, (i.e., 

payments that are accurate, authorized, and allowable) 
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IV. Becoming an Approver 

As an Approver, you will be working as a Certifying Officer, so you must meet and follow the policies 

that govern Certifying Officer knowledge, actions, and appointments as directed by: 

¶ Public Law 104-106, National Defense Authorization Act for Fiscal Year 1996, which provides 

the authority to certify expense reports. 

¶ The DoD FMR Volume 5, which addresses the Accountability and Responsibility of the 

Accountable Official in Chapter 1, and outlines the qualifications and requires that an 

appointee be trained and knowledgeable in the responsibilities of a Certifying Officer in 

Chapter 5. 

You must also meet the following requirements: 

¶ must be a Federal Government employee 

¶ must be a U.S. citizen if stationed in the contiguous United States (CONUS) or non-foreign area 

outside the contiguous United States (OCONUS), such as Hawaii or Guam 

¶ may be a local national if stationed in a foreign OCONUS location 

Even if you meet the above appointment requirements, before you can certify any documents you 

must: 

¶ Complete Certifying Officer Legislation (COL) training (see next chapter) 

¶ Receive appointment on a DD Form 577 (see DoD FMR, Volume 5, Chapter 5 for much more 

information) 

¶ Have Approver permissions in MyTravel 

¶ Satisfy any additional local or Component policies 

¶ Become knowledgeable about: 

o Appropriations, other funds, and accounting classifications 

o The expense report approval process  

o The payment process (e.g., availability of funds and location of designated disbursing and 

accounting offices) 

o The JTR, which implements the policy and laws that govern official DoD travel. You must 

be thoroughly familiar with the JTR. Before you approve any official travel document, you 

must ensure that the document meets all JTR requirements. 

Additionally, shortly after your appointment, you should read Treasury publication bƻǿ ¢Ƙŀǘ ¸ƻǳΩǊŜ 

a Certifying OfficerΣ ǿƘƛŎƘ ǇǊƻǾƛŘŜǎ άŀ ǊŜŀdable desk reference for all newly appointed certifying 

ƻŦŦƛŎŜǊǎέ ŀƴŘ ƛǎ ƳŀƴŘŀǘƻǊȅ ǊŜŀŘƛƴƎ ŦƻǊ ƴŜǿ !ǇǇǊƻǾŜǊǎΣ ǇŜǊ ǘƘŜ 5ƻ5 CawΦ 

  

https://www.govinfo.gov/content/pkg/PLAW-104publ106/pdf/PLAW-104publ106.pdf
https://comptroller.defense.gov/Portals/45/documents/fmr/Volume_05.pdf
https://www.defensetravel.dod.mil/site/travelreg.cfm
https://fmsq.treas.gov/tfm/vol1/CertifyingOfficer2.pdf
https://fmsq.treas.gov/tfm/vol1/CertifyingOfficer2.pdf
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V. Training for Approvers 

Every Approver must meet some required and recommended training requirements. Required 

training includes both initial and annual refresher training. 

If you are the supervisor of an Approver, you are responsible for ensuring they complete their 

required training. Supervisors should periodically review the performance of the Approver to verify 

compliance with regulations and policies, including local standard operating procedures. 

A. Required Training 

Per the DoD FMR, before certifying any documents ς and annually thereafter ς you must complete 

approved COL training and give your supervisor a copy of the course completion certificate.  

Your supervisor will identify the training that satisfies the requirement. It may turn out to be the 

5¢ahΩǎ Training for Accountable Officials and Certifying Officers (TAOCO), which comes in two 

versions: an initial course and an annual refresher. You can access both TAOCO courses from the 

Travel Explorer (TraX), which is housed in PassportΣ ǘƘŜ 5¢ahΩǎ ǿŜō ǇƻǊǘŀl. 

To access TraX, log onto Passport and select the TraX option. When the TraX Home page (Figure 1) 

loads, select Training (Figure 1, indicator #1). The Available Training page (Figure 2) opens.  

 

Figure 1:  TraX Home Page 

1 

https://defensetravel.dod.mil/neoaccess/login.php
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Figure 2:  Available Training (TAOCO Classes) Screen 

To see the TAOCO training classes, check Show All (Figure 2, indicator #1). Near the top of the list 

are the two AO/RO ς Training for Accountable Officials and Certifying Officers classes (Figure 2, 

indicator #2). To take one, select Launch (Figure 2, indicator #3). When finished, select Completed 

on the Navigation Bar (Figure 2, indicator #4) to see and print your training completion certificate. 

B. Additional Training (Comprehensive AO Training Package) 

Table 2 in the DTS Regulations (Authorized by DoDI 5154.31, Volume 3), recommends several classes 

for ApproversΦ ¸ƻǳǊ /ƻƳǇƻƴŜƴǘΩǎ ǘǊŀƛƴƛƴƎ ǇƻƭƛŎȅ ǿƛƭƭ ǳƭǘƛƳŀǘŜƭȅ ŘŜŎƛŘŜ ǿƘƛŎƘ ŎƭŀǎǎŜǎ ȅƻǳ ǎƘƻǳƭŘ 

take, but TraX offers the following options. A complete training program for Approvers should 

include at least one course from each category below. 

The resources marked with an asterisk primarily focus on DTS, though the concepts in them apply to 

MyTravel as well. 

COL Training ς These classes may satisfy the mandatory training requirements stated above: 

¶ *AO/RO ς Training for Accountable Officials and Certifying Officers (Initial COL) 

¶ *AO/RO ς Training for Accountable Officials and Certifying Officers (Annual COL Refresher) 

Travel Policy ς These classes provide an overview of travel regulations. Available classes are: 

¶ Programs and Policies ς TDY Travel Policy 101 

¶ Programs and Policies ς Joint Travel Regulation Overview 

MyTravel ς Currently, no dedicated MyTravel Approver training is available in TraX. Even so, you 

may still get some benefit from working through the following classes: 

¶ MyTravel ς Travel and Approver Introduction (for a general look at how MyTravel works) 

¶ *AO/RO - The DTS Approval Process 

¶ *AO/RO - Vital Skills for Authorizing Officials 

¶ *AO/RO - Vital Skills for Authorizing Officials Applied 

2 

1 

4 

3 
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VI. Assigning a Delegate While You Are Away 

MyTravel only allows each Traveler to have a single Approver per document type. For this reason, 

when you are unable to perform your duties for any reason, it is very important to assign a Delegate 

who can perform your duties while you are away. 

The individual you delegate to perform your duties must meet all role requirements to serve in your 

place, including having the appropriate MyTravel role assigned, having an appointment letter (DD 

Form 577) on file, and meeting all mandatory training and other requirements. MyTravel does not 

ǾŜǊƛŦȅ Ƴƻǎǘ ƻŦ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ǎƻ ȅƻǳΩƭƭ ƘŀǾŜ ǘƻ Řƻ ǘƘŀǘ ƻǳǘǎƛŘŜ ǘƘŜ ǎȅǎǘŜƳΦ 

A. How to Assign a Delegate 

If you will be out of the office for any significant time (e.g., leave, TDY), and will not be able to 

approve documents in a timely manner, you can appoint a Delegate to perform your tasks for you. 

IŜǊŜΩǎ Ƙƻǿ: 

1. Begin on SAP Concur home screen and select Profile > Profile Settings > Expense Delegates 

(Figure 3, indicators #1-#3). The Expense Delegates for <Your Name> screen (Figure 4) 

opens. 

 

Figure 3: Profile Options Screen 

3 

2 

1 
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Figure 4: Expense Delegates Screen ς Approver Selection 

2. Select Add, then enter the 5ŜƭŜƎŀǘŜΩǎ ƴŀƳŜ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜƳ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down list 

(Figure 4, indicators #1-#3). The chosen Delegate is added with selectable check boxes 

(Figure 5).  

 

Figure 5: Expense Delegates Screen - Giving Permissions 

  

2
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3. Select the boxes that identify the permissions you want to give your Delegate, then select 

Save (Figure 5, indicators #1 and #2). Options are: 

3.1.  Can Prepare, Can Book Travel, Can Submit Reports, Can Submit Requests, and 

Receives Emails are Traveler Delegate options, so ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ select them. 

3.2. Can View Receipts lets your Approver Delegate see any attached receipts. 

3.3. Can Approve lets your Approver Delegate approve documents for 180 days starting 

today. You can manually remove it sooner if you need to: see below. 

3.4. Can Approve Temporary lets you pick the date range your Delegate is allowed to 

approve documents. It ŎŀƴΩǘ ŜȄŎŜŜŘ мул Řŀȅǎ, but can be much shorter if needed. 

3.5. Can Preview for Approver ƛǎ ƴƻǘ ŀƭƭƻǿŜŘ ōȅ 5ƻ5 ŀǘ ǘƘŜ ƳƻƳŜƴǘΣ ǎƻ ŘƻƴΩǘ select it. 

3.6. Receives Approval Emails lets your Delegate get the same emails as you getΣ ǎƻ ǘƘŜȅΩƭƭ 

always know when their services are required. 

B. How to Remove a Delegate 

When you return to work, remove any Delegates you assigned. To do this, follow step 1 above to 

open the Expense Delegates screen (Figure 5). When it opens, select the check box to the left of 

every Delegate you want to remove, then select Delete (Figure 5, indicators #3 and #4). A pop-up 

asks you to confirm the deletion. When you do, the Delegates disappear. 
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VII. Reviewing MyTravel Documents 

MyTravel notifies you by email when you have a trip request or expense report that is ready for your 

review. To get started, log into MyTravelΦ ¢ƘŜ aȅ¢ǊŀǾŜƭ !ǇǇǊƻǾŜǊΩǎ ƘƻƳŜ ǎŎǊŜŜƴ όCƛƎǳre 6) opens. 

For more information about that screen, see the MyTravel Supplement: Home Page Features. 

Note: If you are working as a Delegate for another Approver who is away from the office, see the 

MyTravel Supplement: Proxies & Delegates for guidance on processes specific to Delegate actions. 

Also, the appearance of your MyTravel home screen varies depending on your assigned roles. The 

screen shots in this guide are for an Approver who is also a Traveler, but who is not a Travel 

Manager. Depending on your assigned roles, your home screen may look different, but will contain 

all the Approver tools discussed in this guide. 

 

Figure 6: !ǇǇǊƻǾŜǊΩǎ aȅ¢ǊŀǾŜƭ IƻƳŜ {ŎǊŜŜƴ 

1. ¢ƘŜ !ǇǇǊƻǾŜǊΩǎ ƘƻƳŜ ǎŎǊŜŜƴ ǇǊƻǾƛŘŜǎ ŦƻǳǊ ǿŀȅǎ ǘƻ ŀŎŎŜǎǎ ŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ŀǊŜ ŀǿŀƛǘƛƴƎ 

your approval. In most cases, you can select whichever path you like the best: 

1.1. Select Approvals (Figure 6, indicator #1) on the black bar at the top of the screen 

to open the Approvals screen (Figure 8). 

1.2. Select Required Approvals (Figure 6, indicator #2) on the white bar below that to 

open the Approvals screen (Figure 8). 

1.3. Select Required Approvals (Figure 6, indicator #3) at the top of the My Tasks area 

to open the Approvals screen (Figure 8). 

  

2 

3 
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1 

https://media.defense.gov/2022/Jun/01/2003009439/-1/-1/0/MYTRAVELSUPPLEMENT2.PDF
https://www.defensetravel.dod.mil/Docs/ConcurSupplement3.pdf
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1.4. The My Tasks area can have two different appearances: 

1.4.1. If you have up to five documents that require review, it displays links to 

each of those documents (Figure 6, indicator #4). Select a link to skip step 2 

ŀƴŘ Ǝƻ ǘƻ ǘƘŀǘ ŘƻŎǳƳŜƴǘΩǎ Expected Expenses screen (Figure 11). 

1.4.2. If you have more than 5 documents for review, MyTravel groups them by 

type (Figure 8) instead. Select Authorization Requests open the Requests 

screen (Figure 9) or the Reports Pending your Approval screen (Figure 10). 

 

Figure 7: Approvals Screen 

Note: All other items on the home screen relates to your own travel documents. See the 

MyTravel Quick Start Guide for Travelers for more information about them. 

2. There are three different screens you may land on. Each of them displays a list of 

ŘƻŎǳƳŜƴǘǎΦ hƴ ŀƴȅ ƻŦ ǘƘŜƳΣ ǎŜƭŜŎǘ ŀ ŘƻŎǳƳŜƴǘ ǘƻ ƻǇŜƴ ǘƘŀǘ ŘƻŎǳƳŜƴǘΩǎ Expected 

Expenses screen (Figure 11). Possible screens are: 

2.1. The Approvals screen defaults open on the Expense Reports tab (Figure 8, 

indicator #1). It displays a list of expense reports. If you need to review a trip 

request, select the Requests tab (Figure 8, indicator #1) to see that list. 

 

Figure 8: Approvals Screen 
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2.2. The Requests screen (Figure 9) displays a list of trip requests. 

 

Figure 9: Requests Screen 

2.3. The Reports Pending your Approval screen (Figure 10) displays a list of expense 

reports. 

 

Figure 10: Reports Pending Your Approval Screen 

  




























































